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Intended Audlence

= This course is intended for School Nutrition Program Directors
who need to be aware of the Hiring standards for new directors
and Professional Standards Training standards for all school
nutrition program staff.

= This course will provide regulations specific to the USDA Final Rule
Professional Standards for School Nutrition Personnel and Arizona
Department of Education.




Intended Use of Tratning

= Please open the Designing Your Employee Training Plan workbook
to follow along side this online training.

Designing your Designing your Employee Training Plan

Employee Training Plan

Workbook (August 2016)
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http://www.azed.gov/health-nutrition/files/2016/08/designing-your-employee-workbook_appendix_updated-aug-2016.pdf
https://cms.azed.gov/home/GetDocumentFile?id=58ff6a961130c0250ca05bfa

Objectives

= Understand the Professional Standards Director hiring education
standards;

= Understand the Professional Standards training standards for all
school nutrition employees; and

= Provide examples of how to track hiring and training
requirements for purposes of the Administrative Review.
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Course Assessments

= Please print off the Pre-Assessment which can be found here: Pre-
Assessment.

= Please complete all fields prior to moving to the next slide of this
course.

= At the end of the course, you will be provided a Post Assessment
to complete.


http://www.azed.gov/health-nutrition/files/2016/08/designing-your-employee-workbook-template-preassessment.pdf

Introduction

Please refer to page 7 in the Designing Your Employee Training
Plan Workbook.



Introduction

=" The Healthy, Hunger-Free Kids Act of 2010 aims to institute
minimum hiring standards for new State and local school nutrition
directors and establish annual training standards for all school
nutrition professionals.

= These new standards will ensure school nutrition personnel have
the knowledge, training and tools they need to plan, prepare and
purchase healthy products to create nutritious, safe, and
enjoyable school meals.



Who does Professional Standards
apply to?

" Professional Standards apply to all school nutrition employees in
the National School Lunch and School Breakfast Programs,
whether the Local Education Agency (LEA) operates the school

nutrition program or contracts with a food service management
company.



Job Categorles

= USDA has created job categories to encompass the diverse job
titles LEAs provide to their school nutrition employees.

" The job categories (Director, Manager, Other Staff) are general
enough to cover most school nutrition program employees and
will ensure LEAs are able to identify which of the Professional
Standards requirements are required for each of their employees.

= Job categories are determined by an employee’s job duty rather
than their job title.

= Job categories Director, Manager, Staff are defined on the
following slides.




Job Category: Director

= Directors are the individuals responsible for the operation of
school nutrition programs for all schools under the LEA. This is the
individual who plans, administers, implements, monitors, and
evaluates all aspects of the school nutrition program. Duties
generally include: sanitation, food safety, employee safety,
nutrition and menu planning, food production, facility layout and
design, equipment selection, procurement, financial
management, record keeping, program accountability, marketing,
customer service, nutrition education, general management,
personnel management and computer technology.

= Directors must meet hiring standards if hired on or after July 1,
2015 and all Directors, regardless of their hire date, must meet
annual training standards.




Job Category: Manager

= Managers have direct responsibility for managing the day-to-day
food service operations at one or more sites at the LEA.

= Manager must meet the annual training standards.



Job Category: Other Staft

= A staff person (full-time and part-time) involved in the operation
of food service, (i.e. prepare and serve meals, process transactions
at point of service, and review the free/reduced price applications,
along with other routine work). Typically, staff do not have
management responsibilities.

= Full Time Staff are staff working on program activities for 20 or more
hours per week must comply with the full-time training requirements.

= Part Time Staff are staff working on program activities less than 20
hours per week must comply with the part-time training requirements.

= Other Staff, both full time and part-time, must meet the annual
training standards.




Non-Program Staft

= Non-program staff are persons who provides support to, but are
not specifically involved in, the operation of the school nutrition
program, such as the cleaning custodian.

= Non-program staff members that work part-time on school
nutrition program activities throughout the school year must also
comply with the training requirements.



Key Terms

= |t is recommended to
review they key terms
found in the workbook
starting on page 10.

KEY TERMS
4 |

In order to ensuré Profeddional Standards regulat
Directors st have knowledoe of basic key tarm
terms that will be used in the course & provided.

KEY TERMS

General Education
Degres (GED)

Saeneral Education Degree” or “General Education Diploma® is an optonal high
school equivalency credential for those who do rot hawve a high school diploma

Azzorigtes Degres

A two-year degres oom pris

Healthy, Hunger-Free

PP -

Impiroving child nutrition is the focal point of the Healthy, Hunger-Free Kids Act of
210 The legislation authorzes funding and sets policy for USD&'s core child
nutrition programs the Matioral School Lurch Program, the School Breakfast
Frogram, the Spedal Supplemental Mutrition Frogram for Women, Infants and
Children (WICL the Summer Food Service Progrm. and the Child and Adult Care

w the first time in
Cosk th and breaidast
Allowable and Mon profi KEY TE R M S millices of
Eperses 2 | e |
Expenzas (=074 -
- | (MFSMI is the
Bachelors Degree Ao Mid-Year Hine An employee wha is hired later in the school year, typiclly Jaruary 1 or later. e and
Trair . Miscellaneous activities where information, materials or equipment relative to the '_"d“"d
“Back to School® the 2 :l:;lilntem core training topics is provided or displayed. These activities may count toward no include
Tratning prcp g mare than Z hours of annual training. I s,
S -administeresd
Maon-profit school food service account means the restricted account in which all of
Arm the revenue from all food senvice operations conduwcted by the schood food
. B Figh authority principally for the benefit of school children is retained and used only for
il Righs Tradning sl Mo P:qﬁ:cm Foad the operation or improvement of the ron- profit school food serdice. This account
o shall indude, a5 appropriate, non-Federal funds wsed to suppaort paid bunches h
train prosdded in §210.14(2), and procesds from non-program foods 2 provided in
Er1i0. 14,
Term h
. . Bach A person who provides support to but, is not spedfically involved in, the operation s Such as
kq"“?'“"t Eckucation Ao Mo -Progenm Staff of the school redrition program, such a5 the cleaning custodian -y
Experierce whic
an & In the context of professional standards, means staff working bess than 20 hours per iy, seaconal
week. Part-time staff maust have at bsast 4 hours of traiming anmually. Staff working
A M Part-Time Employes less than 40 hours weekly may be considered part-time by the LEA. Howover, staff
FHNES (S0 Training meat 1 mg_u_larl:; weoriirg A hours or more weeihy must complete 2t least & hours of
Tracking Tool reco training annually. n and
and: trainirg
Hefiers i other college mapors that would provide an applicant spedfic knowlsdge
Ape hei Fiskd and skills that are relevant for a school nutrition program drecior. Possible majors
. andi would indude but are not imited to food sdence, community nutrition and
Food Delivery Staff deliy marketing and haspitality management adminisiaive
and
Hplevant School Typically this phrase refers to previous work expenierce in MSLP and SBP, as well 2=,
. ) Hutntion Programs experience in other child nusngion programs (CACH, SFSF) if the later experience is ini
Food Safety Training Eight Expenenoe gaired from working in a school. mmi_ﬂ"gfth,e
. A oo . The: goweming body resporsible for the administration of one or mone schools and
::-od ment i ?j:;ul Food Authority | o the legal autharity to operate the school nutrition program thenein or be
Lm-npgany ESMC) :r: b otherwise approved to operate this program by FRNS
Sachaoal Mautriticn The Matioral body of school nutrition providing irformation, education, redipes and
Full-Time Employee Arig Assodakion (SMA) membership.
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School Mutrition
Program Director

The indevichuad who plans, adménisters, implements, monitors, and evaluates all
aspects of the school nutrition program. Duties gererally indude: sanitation, food
safety, employee safety, nuttition and menu planning, food production, fadlity
layout and design, equipment selection, procurement, finarcial managemsent, recond
beeping, program accountability, marketing, customeer senvice, nuirition edumtion,
mereeral maragement, personrel management ard oom purber techrobogy.

School Mutrition
Program Manager

Individhuals directly responsible for the management of the day-to-day operations of
school food service for a participating school{sL

Dussiguing Your Frnployes Training Pl &, Sotms for Sohool Mutrion Discion - Faricnent's Warkiook
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andards

Please refer to page 16 in the Designing Your Employee Training
Plan Workbook.



Hiring
Standards

Hiring Standards Overview

" Local Education Agencies (LEAs) must ensure that all school
nutrition program directors hired on or after July 1, 2015 meet
the Professional Standards hiring requirements; hiring education
standards as well as the required training hours in food safety.

" Hiring education standards are dependent on the enrollment of
the LEA and are divided into three LEA size categories: fewer than

2,500 students, 2,500-9,999 students and 10,000 or more
students.

" |n order to be in compliance, LEAs must retain documentation for
their newly hired Directors that support their education and work
experience (i.e. transcripts, resumes etc.), and food safety
training.



Hiring Education Standards

Student Enrollment

2,499 or less

Bachelor's degree, or equivalent

educational experience, with

academic major in specific areas;

OR
Bachelor's degree-inany
. ioF. State-
. i ‘
nutrition-directors;
OR

Associates degree or equivalent

educational experience, with

academic major in specific areas,

and at least one year of relevant

food service experience;
OR

High school diploma (or GED)

and at least three years of

relevant food service experience.

(LEAs with less than 500
students: State agency may
approve a candidate that meets
the educational standards but
has less than three years

experience.)

Student Enrollment
2,500-9,999

Bachelor's degree, or equivalent
educational experience, with

academic major in specific areas;

OR

- State- .
i ‘ .
directors;

OR

Bachelor's degree in any academic
major and at least two years of
relevant school nutrition programs

experience;
OR

Associates degree or equivalent
educational experience, with
academic major in specific areas,*
and at least two years of relevant
school nutrition programs

experience.

Student Enrollment
10,000 or more

Bachelor's degree, or equivalent
educational experience, with

academic major in specific areas;

OR

. .
i maor and State-
: ficate
I :

OR
Bachelor's degree in any
academic major and at least five

years experience in management

of school nutrition programs.

Hiring

Standards

= Refer to the workbook, page 17
to review the Education
Standards that are required for
new Directors, hired on or after
July 1, 2015.

= Note: The State of Arizona does

not have/offer a certificate for
School Nutrition Directors.



Hiring
Standards

Hiring Flexibtlity

= USDA has added
flexibilities to hiring

standards for new Flexibilities
directors in small LEAs. LEAs with 2,499 or fewer students can now require
= Small LEAs are those with relevant food service experience rather than school

nutrition program experience for new directors.

2,499 or fewer students.

» Candidates with documented volunteer or unpaid

=" The goal of these work as relevant experience can be considered.
flexibilities is to reduce LEAs with fewer than 500 students can accept a
the chaIIenges that small candidate who has less than the required years of food

service experience.

LEAs face when in need
to hire a new director
who meets these hiring
requirements.




Hiring
Standards

Food Safety Requirement

= Food safety is a critical aspect of the Food Service operation that
affects students each day.

= Directors hired on or after July 1, 2015 are required to have at least
eight hours of food safety training (within the past five years) prior to
the Director’s starting date or complete these hours within 30 days of
the their start date.

= Directors hired on or after July 1, 2015 are required to complete eight
hours of food safety training every five years.

= As best practice, all School Nutrition Directors, regardless of hire date,
should comply with the requirement of eight hours of food safety
training every five years.

= Note-Food safety certifications/cards do not fulfill this requirement. A
Director must be able to show that eight hours of food safety training were
completed.



Hiring
Standards

Directors hired before July 1, 2015

= The Professional Standards regulation states that current (hired prior to
July 1, 2015) School Nutrition Program Directors will be grandfathered
in, and thus, will not be required to meet the new hiring standards and
may continue to serve in their current positions.

= SNP Directors hired prior to July 1, 2015, may fill a new Director position
after July 1, 2015 for the same size LEA enrollment category or a smaller LEA
enrollment category, without meeting the hiring standards. For example, a
move from an LEA with 4,000 students (the 2,500—-9,999 category) to an LEA
with 7,000 students (the 2,500-9,999 category).

= SNP Directors hired prior to July 1, 2015, must meet the hiring standards
when applying for a director position after July 1, 2015 within a larger
enrollment category. For example, to move from an LEA with 4,000 students
(the 2,500-9,999 category) to an LEA with 12,000 students (the 10,000 or
more category), a grandfathered Program Director must meet the hiring
standards established for the 10,000+ LEA.



Hiring
Standards

Director Title

" |t is not necessary for current staff persons that perform the role
of the school nutrition director to change their job title, if that
title is not Director. It is required that each LEA recognize the staff
member that is performing Director duties. This staff member
would be assigned the USDA job category of Director and must
comply with Professional Standards requirements. Each LEA must
have someone designated to the Professional Standards Director
category, regardless of that employee’s job title.

= For example, if the school is hiring for a food service coordinator yet
the job duties align with the category of School Nutrition Director, it is
not necessary to have “director” in the job title. For purposes of
Professional Standards, the school must recognize this position is

fulfilling the category of the School Nutrition Director and therefore
must comply with the Director hiring requirements.



Hiring
Standards

Activity #1:
Did | Get the Job?

= Complete Activity #1: Did | Get the Job
on page 19 of the workbook.

= After each scenario, determine if the
candidate meets the Professional
Standard Education requirements for
School Nutrition Directors based on
the information provided in each
scenario on page 19.

= The answers will be provided on the

next slide. !




|
Activity #1:
Did | Get the Job?

Scenario 1;

= | have a Bachelor’s degree in Basket
Weaving and have worked the salad bar
line in a school cafeteria for 12 years. The
school | am applying to has 12,000
students enrolled. Do | meet the
qgualifications?

= No. The applicant has a bachelor’s degree
in any field (Basket Weaving) but does not
have 5 years of school nutrition program
management experience. Working within
the salad bar line would not be sufficient
as it needs to be five years experience in
food service management.




Hiring
Standards

Activity #1:
Did | Get the Job?

Scenario 2:

= | have an Associates degree in
Hospitality Management and have
managed a school site in a district of
10,000+ students for the past 2 years.
The school | am applying to has 6,000
students enrolled. Do | meet the
qualifications?

" Yes. Hospitality Management could be
argued to be a related field.
Regardless, the applicant has 2 years
of relevant experience.




|
Standards
Activity #1:

Dud | Get the Job?

Scenario 3:

= | have 40 college credit hours and have
worked as an interim School Nutrition
Director for the past 3 months.
Previously, | was a front office attendance
clerk in the same district for 8 years. | am
applying to a neighboring district that has
2,000 students enrolled. Do | meet the
qualifications?

= No. The applicant only has 3 months of
relevant experience even though the
education (assuming high school if
college credits were obtained) was met.




|
Standards
Activity #1:

Dud | Get the Job?

Scenario 4:

= | have an Associates degree in Food
Service Management and was a School
Nutrition Programs Director for a
district with 16,000 students since
2012. The district | am applying to has
11,000 students enrolled. Do | meet
the qualifications?

" Yes. The applicant is grandfathered in
and is making a move within the same
enrollment category.



|
Activity #1:
Did | Get the Job?

Scenario 5:

= | have a high school diploma and
waitressed for 10 years. The district |
am applying to has 120 students
enrolled. Do | meet the qualifications?

" Yes. The applicant has enough relevant
food service experience. If the
applicant didn’t have enough relevant
food service experience, the school
could ask ADE for approval since the
LEA has less than 500 students.



|
Activity #1:
Did | Get the Job?

Scenario 6:

= | have 200 college credit hours under an
academic major in Nutrition Education
and have 4 hours in food safety training.
The district | am applying to has 20,000
students. Do | meet the qualifications?

" Yes. The applicant has enough equivalent
educational experience. Once hired, the
new hire would need the additional four
hours of food service training within the
first 30 days of employment.



Hiring
Standards

Activity Take Away

= A Director may not be hired if they do not meet the
education/experience requirements for the LEA enrollment
category.

= An applicant can still be hired if they do not have eight hours of
food safety training completed. Once hired, food safety training
can be completed within the first 30 operating days of
employment.



Hiring
Standards

Hiritng Supporting Documentation

= All School Nutrition Program Directors hired on or after July 1,
2015, must present supporting documentation verifying minimum
education/experience standards and food safety training
requirements have been met. The LEA must keep this
documentation on file at all times to validate compliance.



Hiring

Standards

ADE Tracker Forms

= The ADE New Director Hiring Forms, located EW DIRECTOR HIRING o

LEA OCTOBER ENROLLMENT: 10,000 OR MORE

in appendix of the workbook, are specific to
LEA size. The form will outline the applicant’s
job title, hire date, food safety training, and =

4 2% NEW DIRECTOR HIRING FORM

XX NEW DIRECTOR HIRING FORM

LEA OCTOBER ENROLLMENT: 2,500-9,999
USDA PROFESSIONAL STANDARDS DIRECTOR HIRING STANDARDS
n o x after July 1, 2015 — are subject tot tion requirs

mmmmmmmm

DS FOR
L] L] L]
The Appica
I u I X I . o e qui LEA OCTOBER ENROLLMENT: 2,499 OR LESS
o ™ USDA PROFESSIONAL STANDARDS DIRECTOR HIRING STANDARDS | |Exwerien e
A tcr] | Mew school Nutrition Program Directors — those hired on or after July 1, 2015 — 3re sUbJect to the new aducation requiremnts below.
Existing School Nutrition Program Directors will in their current po: as in the Student
y v School Nutrition Program Diractors are the individuas responsibia for the operafion of schoal nutrion
D— et e

" As best practice, LEAs should use this form to S e
ensure all hiring standards have been met.
This form can be filed with the applicant’s
hiring packet (i.e. resume, transcripts, etc.)
and can be used to demonstrate compliance
with the hiring standards during an
Administrative Review.




SP 38-2016

= Please review the frequently asked
questions and answers specific to the
hiring standards found within the
USDA guidance SP 38-2016: Questions
and Answers on the Final Rule,
Professional Standards for State and
Local School Nutrition Programs
Personnel as Required by the Healthy,
Hunger-Free Kids Act of 2010.

Hiring

Standards

CHAPTER 1: HIRING STANDARDS
4

V1. REGULATION: QUESTIONS AND ANSWERS

The Tollowing are frequently asked questions and answers specilic 1o the hiring standards found
within the USDA guidance 5F 38-2008" Quesfiores and’ Ansaers o e Snad fule, Professions
Standards for State and Locsl School Nutrition Programs Personnsl a5 Reqeired by the Healthy,
Hunger-Free Kids Act of 2210

{4} How are the State and local directors affected by the new hiring standards?
State agency directors of school nutrition prograrms, State sgency directons of distributing
agencies, and school food suthority (SFA) directors hined on or after July 1, 2015 must mesl
L hirirg standands. Individ wals sending in these capacities prior to July 1, 2005, ane
grandlathered in and may continwe o serve in their exiting position without heving Lo mest
the hiring standands. The hiring standards also apply to food service directors hired on o
after July 1, 2005, under a Food Service Management Company contracl o operate the NSLP
and SBP rmeal service.

{5} Can someone who does not meet the hiring standards be selected for employment?
Ma. State agencies and SFAS must select the mast qualifisd individuals that meet the hiring
standards. Some flexibility & allowed only for SFAS with less than 500 Students, and the State
agency ray approwe the hifing of a dchool nutrition program dinscor with a high school
diploma but less than the required 3 years of experience. See the questions on non-
compliance listed under “Oversight.”

(B} What are the career advancement/enrichment options for airrent school nutrition

program directors that do not meet the hiring standard established by the final rule?
Individuals serving as program directors in am SFA may rermain in ther curment position, or
diversify their experience by applying to a similar position in army local educational agency
[LEA} o the sarme of srdller sire caleqory withoul having to meel the hifng standards for
rew directons. A current director that wishes to move 1o & director position at a langer size
LEA & mequired 1o imeel the new hifing standands for that LEA sime

{7} Are sample job descriptions available to help local operators determine who is covered by
the professional standards for program directors?
Yes A sample job description Tor a program director can be Tound online at
hittpf i s miborguResouroeCvendesy sipn TID=161 Acconding to the Institube of Child
Mutbrition, the job responsibilitfies that ane perlormed by & program director on & daily, weakly,
seagonal, or yearly basis can be grouped as Tollows: Facdilities and Equipment Management;
Financial Managerment, Food Production and Operation Managemenl, Food Security,
Sanitation and Salety; Human Resownce Maragement, Marketing and Communication; Menu
and Mubrition Managerment; Procurement and inventory Managerment; Program Mansgement
and Accountability, and Technology and Information Systerns. Prograrm operalors may use
thess functional areas to determine who is considersd a school nutrition program dinector.

Deigming Tour imploves Training P A Coune for Scheol Mutrsion Discion - Faricipens's wosrkiook




Chapter 2: Training Standards

Please refer to page 26 in the Designing Your Employee Training
Plan Workbook.



Training
Standards

Traintng Standards Overview

= Each LEA must ensure that all new and current school nutrition
program staff meet minimum annual training requirements with
the intent of helping employees enhance their knowledge, skills
and abilities particular to their position.

= All school nutrition program staff will be identified in each job
category and must complete their required minimum number of
training hours per year (see chart on next slide).
= Trainings must align with the employees job duties and must achieve
one of the USDA Learning Objectives.
" |n order to be in compliance, LEAs must retain documentation for

each of their employees training hours that support their training
was job specific and met one of the USDA Learning Objectives.



Training

Standards

Mintmum Tratntng Hours

12 hours minimum of annual continuing = All school nutrition
education/training. program staff will be

**This required education/training is in addition to the food safety |dent|f|ed in eaCh JOb
training required in the first year of employment.
category and must

10 hours minimum of annual continuing complete their required
education/training. minimum number of
6 hours minimum of annual continuing training hours PEr year.

education/training.

4 hours minimum of annual continuing
education/training.

4 hours minimum of annual continuing
education/training required only for those non-
program staff members that provide support to school
nutrition programs THROUGHOUT the school year.




| i
Standards
ADE's Training Curriculum

= ADE has created specialized training

curriculum based on job duties to o
help school nutrition professionals ewn
R
e & & TRAINING
training plans for the year. CURRICULUM & BROCHURE

[ | EaCh Cu rr‘iculum prOVideS Suggested FOR ARIZONA SCHOOL NUTRITION PROFESSIONALS
trainings relevant to a specific role.

= The Training Curriculum for Arizona
School Nutrition Professionals can
be found in ADE’s Training Brochure
on the Training and Professional
Standards webpage.



http://www.azed.gov/hns/nslp/trainingps/

|y
NENCEITS
Curriculum Roles

" |n this brochure, there are eight different designated roles:
= New Director
= Experienced Director

Student Eligibility Specialist

Menu Planner
= Kitchen Manager
Kitchen Staff

= Procurement/Processing Specialist

Wellness Coordinator/Nutrition Educator

*Please note job duties for each role often vary from LEA to LEA; therefore the
trainings provided on this list may not be sufficient for every role or job title.



| oot
Standards
Planning Tratning Hours

= |t is important that all SFAs track and plan their annual training hours
to fulfill all employees’ training requirements for their specific job
category.

" The Training Curriculum for Arizona School Nutrition Professionals is
a tool to help directors plan out training for the year for themselves
and all employees.

= This tool highlights trainings available and allows school nutrition
professionals to easily plan out their training classes.



Training
Standards

Director — 12 Training Hours

= Directors are the individuals responsible for the operation of school
nutrition programs for all schools under the LEA. This is the individual who
plans, administers, implements, monitors, and evaluates all aspects of the
school nutrition program. Duties generally include: sanitation, food safety,
employee safety, nutrition and menu planning, food production, facility
layout and design, equipment selection, procurement, financial
management, record keeping, program accountability, marketing,
customer service, nutrition education, general management, personnel
management and computer technology.

= The person performing the majority of these duties must complete 12
training hours each year. If director duties are performed by a staff
member without the title of Director, that staff member for purposes of
Professional Standards, must be recognized by the LEA as performing
Director duties and must comply with Professional Standards Director
training requirements.




Training
Standards

Manager- 10 Annual Hours

" Managers have direct responsibility for managing the day-to-day
food service operations at one or more sites at the LEA.

= All managers must complete 10 training hours each year.



Training
Standards

Other Staff- 4 or 6 Annual Hours

= Other staff is a staff person involved in the operation of food
service (i.e. prepare and serve meals, process transactions at
point of service, and review the free/reduced price applications,

along with other routine work). Typically, other staff do not have
management responsibilities.

= Staff working on program activities for 20 or more hours per week

must complete 6 training hours each year, meeting the full-time
training requirements.

= Staff working on program activities less than 20 hours per week must
complete 4 training hours each year.



Training
Standards

Non-Program Staff- 4 Annual Hours

"= Non-program staff members that work part-time on school
nutrition program activities throughout the school year must also
comply with the part-time training requirements. Non-program
staff members that work on school nutrition program activities for
a short period of time during the school year are not required to
meet the annual training standards; however, these individuals
should receive adequate training specific to the task they will

perform.

* Non-Program staff meeting this definition must complete 4
training hours each year.



Activity #2. I

What are my Minimum
Training Hours?

= Complete Activity #2: What are my
Minimum Training Hours? on page 28 of
the workbook.

= Determine which job category (Director,
Manager, Other Program Staff Full-Time,
Other Program Staff Part-Time, Non-
Program Staff) the employee would fall
under and how many annual training
hours would be required in the 2016-
2017 school year for the 6 positions listed
on page 28.

= The answers will be provided on the next
slide.




Activity #2. I

What are my Minimum
Training Hours?

Position Description 1:

= | am the Business Manager for my
district. | am also responsible for school
nutrition program personnel
management, claiming and menu
compliance for the district. My district
only has one site and the cook distributes
and evaluates income applications and
point of service counts. What is my Job
Category and how many annual training
hours must | complete?

= Director, 12 hours




Activity #2. I

What are my Mintmum
Training Hours?

Position Description 2:

= My district has 12 schools. | work full
time at one of the schools. | run the
register for point of service but am
responsible for ensuring all employees
in my cafeteria are doing their jobs.
What is my Job Category and how

many annual training hours must |
complete?

®" Manager, 10 hours



Activity #2. I

What are my Mintmum
Training Hours?

Position Description 3:

= | work full time at my 4 site school
district. | work in the district office and
my title is Attendance Clerk. About 10
hours per week throughout the school
year | process the school nutrition
program’s applications, including running
Direct Certification. What is my Job
Category and how many annual training
hours must | complete?

= Non-Program Staff (Part-time), 4 hours



Training
Activity #2. I
What are my Minimum
Tratning Hours?

Position Description 4:

= | teach culinary classes at one of the
high schools in my district. During
lunch, | stand in the cafeteria and
ensure the students are eating and
behaving. What is my Job Category
and how many annual training hours
must | complete?

® Training not required.



Activity #2. I

What are my Mintmum
Training Hours?

Position Description 5:

= My district has one school where | am
employed full time. From 8-12pm
Monday through Friday | cook meals
for the lunch and breakfast program
and from 12:30-3:30 pm | drive the
busses. What is my Job Category and
how many annual training hours must
| complete?

" Program Staff (full time=20 hours), 6
hours




Activity #2. I

What are my Minimum
Training Hours?

Position Description 5:

= | work in a district that contracts with 20
charter schools. | run the staffing and
financial management for all 20 of the
schools and my position title is Food
Service Director. My assistant, the Food
Service Coordinator, is in charge of
monitoring all sites, food
production/ordering, menu planning and
reporting to ADE. What is my Job
Category and how many annual training
hours must | complete?

= Director, 12 hours or can be Manager, 10
hours if attendee believes the assistant is
the Director.




Training
Standards

Activity Take Away

= Each employee must be categorized into one of USDA’s job
categories.

= An employee is categorized by best understanding his/her duties.

= Once each employee has been categorized, the employee knows
how many training hours are required each year.



Activity #3: |

Categorize Your
Employees

SmfF(Fmrmjm = Complete Activity #3: Categorize Your
Employees on page 29 of the
fegy Fragramt Staff

Lo M
= Enter each of your School Nutrition

HongPeogean . .
employees in the chart listed on page

Stary
e — 29 following the directions.

" The following slide has an example.




Training
Standards

Activity #3: Example

A. Employee B. Position C. Position Duties D. Job Category | E. Number of
Name Title based on Required
position duties | Annual Training
Hours
Stephanie Rruiz Menu Planning, Director 12

Program Oversight, Foool
safety, employee
Tratning, Student
Eligibility, state
Reporting

Edward Jacobson Ordering, Meal Prep, Manager 10
Stte Supervision




Training
Standards

Activity Take Away

= Each employee must be categorized into one of USDA’s job
categories.

= Once each employee has been categorized, the employee knows
how many job specific training hours are required each year.

= All LEAs will have at least 1 Director; LEAs are not required to have
a Manager, Other Staff or Non-Program Staff.



Training

Standards

Key Areas and Learning Objectives

= Each training completed by a

school nutrition program
employee must meet at least

one of USDA’s learning
objectives.

= USDA Learning Objectives are
published in the USDA Learning
Objectives handout found in the
appendix of the workbook.

APPENDIX

I. COMPLETE 15T OF LEARNING OBJECTIVES

Nutrition
Objectives:
MENU PLANNING - 1100

Em i

p‘IDsfee will be able to effectively and efficiently plan 5
r\led s, including the use of USDA Foods, to meet all Fed,
including the proper meal components, 1
1110~ Plan menus that meet USDA nut
tomponents,

rition requiremants

1120-
- Plan cycle menus that meet ail ryles Consider cost,
student tastes, and Promotional events, 1

1130- Utilize Jocal food sources, especially Farm to School, \
1140- Write standardized recipes, and use Food Buying Gu’k
1150- Analyze menys for school meal pattern requirements,
1160~ Plan meals ta accommaodate students requiring specia
1170- Plan for effective use of USDA Foods.

NUTRITION EDUCATION - 1200

Em i il
. pln\‘ree will be abie to utilize Fesources to prepare and i t
education curriculum with school nutrition program. I
1210- Plan age/; .
‘grade appropriat. it i
., Priate nutrition education activitie
1220- e
P Integrate nutrition education curricylym with schoof nuf
A d
ning environment, (Including Team Nutrition resources).
1230- 5 -
Support school gardens as & means to nutrition educati
i
GENERAL NUTRITION - 1300

Employee will be apj
e to understand the i, i
ietar i
and general nutrition principles. i

1310- Relate the Dietary Gu;
¥ Guidelines and s i
schaol nutrition Programs e 9

320- rstand general nutrition ¢ ts that rel @ sch
nderstand genaral nutri N CONCepts that relate to scha,
-

eee Training Plan: A Courss for Schol i

APPENDIX
I

Operations
Objectives:
FOOD PRODUCTION - 2100

Employee will be able to effectively utilize food preparation principles, production records, kitchen
equipment, and food crediting to prepare foods from standardized recipes, including these for special

diets.
2110- Understand and effectively prepare food using a standardized recipe.

2120- Complete a food production record and other required paperwork

2130- Develop culinary skills necessary for school meal preparation.

2140- Properly use and care for equipment:

2150- Understand CN labeling, product formulation statements and/or appropriate crediting infarmation for
school meal pattern

SERVING FOOD - 2200

Emplayee will be able to correctly and efficiently serve food portions to meet all USDA school meal pattern

requirements and encourage healthy food selections including those for special diets.
2210- Identify/serve portions of food items according to USDA school meal pattern requirements and diet
restrictions

2220- Use Offer Versus Serve correctly

2230- Serve food to maintain quality and appearance standards.

2240- Manage serving lines for clean and efficient operation.

CASHIER AND POINT OF SERVICE - 2300

Emplayee will be able to efficiently operate and utilize a Point of Service (POS) system, ensuring correct

application of reimbursable meal components, Offer Versus Serve, and confidential student eligibility
identification in a financially responsible manner.

2310- Count reimbursable meals according to meal pattern requirements {including Offer Versus Serve) and
eligibility status.

2320- Use financial responsibility at Point of Service

2330- Apply proper measures to prevent overt identification of students receiving free or reduced price

meals.

APPENDIX - Designing Your Employee Trsining Plan: A Course for School Nutrtion Directors - Participant’s Workbook




Training
Standards

Key Areas and Learning Objectives
Example

USDA has organized the learning
objectives under Training Topics which
are further organized into four different
Key Areas: Nutrition (1000), Operations
(2000), Administration (3000) and

1000- NUTRITION

Communications/Marketing (4000). 1100- MENU
PLANNING
Example
= Key Area= 1000, Nutrition
= Training Topic = 1100, Menu Planning e

OF USDA FOODS

= Learning Objective- 1170, Plan for
effective use of USDA Foods.




Activity #4: |
Which Tratning Should
| Complete?

= Complete Activity #4: Which Training
Should | Complete? on page 32 of the
workbook.

= Match up the most appropriate
training listed on the right to each job
title listed on the left by drawing a line
to connect the job title with the
training.

= The answers will be provided on the
next slide.




Training

ACth[_ty #4 Standards

Which Training Should
| Complete?

Cashier Preparing for Student Eligibility

(Professional Standards Code 3110, 3120)

Food Service Director

/

Special Diets Coordinator Director’s Track: Updates for the SY
(Professional Standards Code 3110, 3120)

Culinary Techniques: Preparing Entrée Items
(Professional Standards Code 2110)

Reimbursable Meals
(Professional Standards Code 2310)

Kitchen Manager

Food Production Records
(Professional Standards Code 2120)

Applications Clerk

Lead Cook CEP Part 1: Making the Most of Community Eligibility
Provision
(Professional Standards Code 3340)

Business Manager Managing Food Allergies in School Nutrition
(Professional Standards Code 1160, 2210)



Training
Standards

Types of Instruction

= A variety of training formats may be used to count towards
employee training hours. Training formats include, but are not
limited to:

= Conference Calls

" Live or Pre-recorded Webinars

" Online Classes

" |n Person Trainings

= Classroom Training

= Self-directed Training with a self-administered Quiz



Non-Interactive Instruction

= May count toward no more than two hours of annual training
requirements. Examples include, but are not limited to:

= Self-directed Training without a self-administered quiz
= Observing a Product Food Demo/Industry Exhibit

Training
Standards



Training
Standards

Non-allowable Instruction

= |[nstruction that does not count towards training standards would
include instruction that does not meet one of the USDA Learning

Objectives and/or the content of the instruction does not fulfill
the intent of helping employees enhance their knowledge, skills

and abilities particular to their position.

= Examples include, but are not limited to:
= Back to school training on security procedures, building operations, etc.
= School Nutrition Association Leadership

= Motivational Speaker



Training
Standards

Length of Instruction

= Instruction must last at least 15 minutes in order for it to count
towards an employee’s annual training requirement.

= Only time spent on instruction may count towards an employee’s
annual training requirement.

= Example: A training is from 8am-1pm, and has a scheduled 1 hour

break from 11am-12pm. The length of instruction the employee may
document is 4 hours, not 5 hours.

= Online trainings that already have an established length of time,
for example 1 hour, must be documented as 1 hour.
= Example: An online training for Offer vs. Serve states 1 hour. An

employee completes the online course in 1 hour and 30 minutes. The
employee must document 1 hour of training, not 1.5 hours.



Training
Standards

Training Resources

= Here is a list of the many choices of free or low-cost training
Fresources.
= USDA FOOD AND NUTRITION SERVICE (FNS): The USDA FNS online
library of available trainings is updated regularly. You can search by key

areas, topics, type of training, and more.
= http://professionalstandards.nal.usda.gov

= INSTITUTE OF CHILD NUTRITION (ICN): The ICN offers free training,
both online and in person. You can also download and use its resources
for in-service training.
= http://www.theicn.org

= ARIZONA DEPARTMENT OF EDUCATION (ADE) SCHOOL NUTRITION
PROGRAMS: ADE trainings offer a variety of Learning Topics that fulfill
the USDA Professional Standards Rule. These trainings are given in
multiple formats.
= http://www.azed.gov/health-nutrition/nslp/training/



http://professionalstandards.nal.usda.gov/
http://www.theicn.org/
http://www.azed.gov/health-nutrition/nslp/training/

SP 38-2016

= Please review the frequently
asked questions and answers
specific to the training standards
found within the USDA guidance
SP 38-2016: Questions and
Answers on the Final Rule,
Professional Standards for State
and Local School Nutrition
Programs Personnel as Required
by the Healthy, Hunger-Free Kids
Act of 2010.

Training

Standards

CHAPTER 2: TRAINING STANDARDS
|

V1. REGULATION: QUESTIONS AND ANSWERS

The following ane frequently asked questions and answers specific to the hiring standards Tound
within the USDA guidance 57 38-200 & Questions and Answers on the final Rule Frofessiooea
Standards for State and Local School Nutvtion Programs Personnel a5 Reguired by the MHeaitihy:
Hurager-Free Kids Act of 2010,

(18) What are the required annual training hours for varous school nutrition program
personnel?

Slate spencies State aqency directors (School Mutrition and Distributing Agendcies) must
complete 15 hours of annwal training. Stafl i both State agences must receive annual
training, but no speclic trining hours ane established

aEhg Beginning in 5¥ 20016-2017, the required annual training hours for SFA personnel are

+ Program directorns - 12 hours

+ Program rmanagers - 10 hours

* Program stall - 6 houwrs

= Part-tirne stalf (= 20 hours per week) - 4 hours

Training ofered by a State agency director, or by an SFA director or manager to program stalf
iy count toward part of hig/her own annuwal training. 1T multiple dentical training sessdons are
aflered on the same topic, omly the time dpent on one of the raning sesions per lopic may
cournl towards the annual training howrs,

USDW's Guide 1o Professonal Standards for School Nutrition Programs includes various
tramning scenarios for each job cateqory (directors, managers, stalf) and how the training
requirements can be mel. This Guide to Professional Standards s an easy-to-use bookdet
designed 1o help State sgendes, SFAs, and school nutrition professionals understand and
apply the firal rule on prolessional standards. See hitpyfwwew Ing usda goviguide-
prodessional-standands-schaol-nutfilion-programs.

Training oflered by an SFA direclor or manager Lo program sall may count toward part of
hisfher own annual trainng.

(19) May training taken between April 1 and June 30 count toward the current or next school

year?

At the discretion of the State agency, completion of training may oocur over 8 period of two
schu] years. This Mexibility is helplul for employess that take most of their training at the end
ol & sehool year. Documentation of this allowanos should be kept on file a5 suppoting
documentation for the both the Administrative Review and Mansgement Evaluation processes
Training complebed sach year may only be courted onoe, for one year, and not Tor bath the
current and next school yers.

Desiguing Vour Imployes Trainkag Pl A Coune for Shool MutrEon Discion - Farkcpent's Werkook F




Chapter 3: Tracking Tratning

Please refer to page 46 in the Designing Your Employee Training
Plan Workbook.



Introduction

= Each Local Education Agency (LEA) must ensure that all
Professional Standards requirements are met each school year. In
order to validate compliance with these standards, proper
tracking is essential.

= |n the section: Hiring Standards, we discussed tracking
documentation required for hiring. In this section: Tracking
Training, you will learn how to use Arizona Department of
Education (ADE) Training Tracker forms to track and evaluate
employee training plans.

= You will also be given an introduction on the USDA Professional
Standards Training Tracker Tool.



Tracking Requirements

= SFA records need to document the planned and completion of
annual training standards by all personnel (program directors,
managers, and staff).

= Supporting documentation for all completed trainings, i.e.,
agendas, sign-in sheets, certificates of completion, etc. must be
maintained on file.



Documentation

" The Professional Standards regulation does not specify the kind of
records that must be kept. Records that list the employee name,
position title, employer/school, training title, topic/objectives,
training source, dates and total training hours would be
appropriate to demonstrate training completion.

= Records should be able to support that:
= minimum training hours have been met;

= trainings attended are job specific; and
= only allowable training formats contributed to minimum training hours.




Admiunistrative Review

= Documentation of Professional Standards training is now part of
the Administrative Review, so while it is ideal for individual staff
members to keep track of their own training, the LEA must ensure
it is available for ADE or auditors to review upon request.

= Whichever record keeping method used, LEAs must keep training
records for five years plus the current school year. For open

audits, keep training records for five years or longer as needed for
audit resolution.



Tracking

Training

ADE Training Tracker Forms

= These forms were designed to assist
School Nutrition Program Directors
in documenting that each MG m—
emp|0ye6'5 trainin g plan is ali g ned P
with the Professional Standards
training requirements.

FULL TIME STAFF TRAINING TRACKER FORM

190435

6 Annual Required Training Hours

USDA PROFESSIONAL STANDARDS SCHOOL NUTRITION PROGRAM FULL TIME STAFF TRAINING STANDARDS

isweiiesd uonwaN

41l school Mutrition Full-Time Staff are subject to the new training requirements below. School Nutrition Full Time Staff are the
esponsibil upervision.

Compiete this form annually and attach all supporting training documentation (i.e. titles, topics, dates, and hours, etc)

o document training compliance with the USDA Professional standards Final Rule, effective July 1, 2015.

prpuns Fuuer]

[SCHOOL YEAR:

5 PART TIME STAFF TRAINING TRACKER FORM

4 Annual Required Training Hours
"

4000-COMMUNICATIONS/MARKETING

[ communications ana marketing

= Each form is specific to each job

category’s required annual training (e
hours, as outlined in the e
Professional Standards regulation. e :
There is a form for directors, ! T

managers, full-time staff, part- time e
staff, and non-nutrition staff.




ADE Training Tracker Forms

= Directors are able to record the employee’s position duties,
training code and the form prompts a training agenda to be
attached. By completing these fields, the Director is able to
support that trainings attended are job specific.

= Directors can pre-fill training hours and training dates for their
employee’s training plan. With planning ahead, Directors can use
this form to monitor if the training was completed as scheduled
and provide reminders for upcoming trainings.



Tracking

Training

Practice: Complete a Tracker Form

= Please click here to download the
Director Tracker Form for the next
activity.

SCHOOL YEAI

DIRECTOR TRAINING TRACKER FORM

12 Annual Required Training Hours

USDA PROFESSIONAL STANDARDS SCHOOL NUTRITION PROGRAM DIRECTOR TRAINING STANDARDS

All School Nutrition Program Directors are subject to the new training requirements below. School Nutrition Program Directors are
the individuals who plans, administers, implements, menitors, and evaluates all aspects of the school nutrition program.

Compiete this form annuaily and attach all supporting training documentation (i.e. titles, topics, dates, and hours, etc.}
to document training compiiance with the USDA Professional Standards Final Rule, effective July 1, 2015,

EMPLOYEE INFORMATION

SPIEPUEIS BUUIEI] SWEISOI4 UOOLINY [POPS

= You may type directly into the form

Director's Name: Title:
Hire Date (MM/¥YYY)
. . [if hired on or after July 1, 3015) Date Director completed eight hours of Food Safety Training (MM YY) =
or choose to print it off to complete e e
IDENTIFY CORE DUTIES/RESPONSIBILITES IN APPLICABLE AREAS BELOW:
. 1000-NUTRITION 2000-OPERATIONS 3000-ADMINISTRATION 4000-COMMUNICATIONS/MARKETING
t h e f I e I d S [ htera Planning [ focd praduction [ teai Banesiee [ communicationz ans Marketing
O [ marition Ecucation [ serving Food [ program Management
[ Generat buition [ cashier/Point of Service [ Financial Management
O Purchazing [ tuman Resources/Staff Training
O Receiving/Swrage O Facilities/Equipment Planning
[ Food satenymacer
EMPLOYEE TRAINING PLAN g
COMPLETED TRAINING 11
PLANNED TRAINING HOURS: /12 HOURS TO DATE: J12
PLANNED LENGTH TRAINING DATETRAINING | COMPLETED | DOUCMENTATION
PLANNED TRAINING TITLE TRAINING DATE | (HOURS) CODE WAS COMPLETED | HOURS ATTACHED
O
O
O
[m}
O
O
O
O

PROFESSIONAL STANDARDS



http://www.azed.gov/health-nutrition/files/2016/08/ps_training_director-adobe.pdf

Tracking
Training

Practlce

= At the top of the tracking form, fill out your name, title and hire
date.

EMPLOYEE INFORM!/

Director's Name: Title:

Hire Date (MM/YYYY):

(if hired on or after July 1, 2015) Date Director completed eight hours of Food Safety Training (MM/YYYY):

*Director’s hired on or after July 1, 2015 must complete 8 hours of food safety training every 5 years.



Practlce

Tracking
Training

= When tracking employee trainings, it is required to report the
employee’s duties.

= Check off your duties on your form. You should check off all that
apply to your position.

IDENTIFY CORE DUTIES/RESPONSIBILITES IN APPLICABLE AREAS BELOW:

1000-NUTRITION

2000-OPERATIONS

3000-ADMINISTRATION

4000-COMMUNICATIONS/MARKETING

|:| Menu Planning

I:l Food Production

I:' Meal Benefits

I:l Communications and Marketing

I:l Mutrition Education

I:l Serving Food

I:' Program Management

l:l General Nutrition

I:l Cashier/Point of Service

I:' Financial Management

I:l Purchasing

I:' Human Resources/Staff Training

I:l Receiving/Storage

I:' Facilities/Equipment Planning

I:l Food Safety/HACCP




Practlce

= We can enter in this training into the tracker:

EMPLOYEE TRAINING PLAN

COMPLETED TRAINING 0 /12
HOURS TO DATE:

PLANNED TRAINING HOURS: 0 /12

PLANNED LENGTH TRAINING DATE TRAINING COMPLETED | DOUCMENTATION
PLANNED TRAINING TITLE TRAINING DATE | (HOURS) CODE WAS COMPLETED HOURS ATTACHED




Tracking

Training

Practlce

= Enter in the title of the session.

EMPLOYEE TRAINING PLAN

COMPLETED TRAINING

: 0

PLANNED TRAINING HOURS /12 e S 0 /12
PLANNED LENGTH TRAINING DATE TRAINING COMPLETED DOUCMENTATION

PLANNED TRAINING TITLE TRAINING DATE (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan




Practlce

" Put in the date the session is planned. If you did not previously
plan to complete this training, put in today’s date.

EMPLOYEE TRAINING PLAN

COMPLETED TRAINING

PLANNED TRAINING HOURS: 0
/12 HOURS TO DATE: 0/12
PLANNED LENGTH TRAINING DATE TRAINING COMPLETED | DOUCMENTATION
PLANNED TRAINING TITLE TRAINING DATE | (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan 9/1/16




Tracking

Training

Practlce

= Put in the length of training.
= This training is 1.5 hours.

EN YEE TRAINING PLAN

A COMPLETED TRAINING
PLANNED TRAINING HOURS: 12 R e 0 /12

PLANNED LENGTH TRAINING DATE TRAINING COMPLETED | DOUCMENTATION
PLANNED TRAINING TITLE TRAINING DATE | (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan 9/1/16 1.50




Practlce

" Enter in the USDA Learning Training Code. *When tracking, a
learning code always needs to be reported.

= This training code is 3430.

COMPLETED TRAINING

- 1.5

PLANNED TRAINING HOURS /12 R 0 /12
PLANMED LENGTH TRAINING DATE TRAINING COMPLETED DOUCMENTATION

PLANMED TRAINING TITLE TRAINING DATE (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan 9/1/16 1.50 3430




Tracking

Training

Practlce

= Enter in the date the training was completed.

EMPLOYEE TRAINING PLAN

COMPLETED TRAINING

PLANNED TRAINING HOURS: 1.5
/12 HOURS TO DATE: 0/12
PLANNED LENGTH TRAINING DATE TRAINING COMPLETED | DOUCMENTATION
PLANNED TRAINING TITLE TRAINING DATE | (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan 9/1/16 1.50 3430 9/1/16




Practlce

= Enter in the completed hours spent in training.

= Remember, the established training length for an online training
must be documented. This training is 1.5 hours.

EMPLOYEE TRAINING PLAN _

COMPLETED Ry

1.5

PLANNED TRAINING HOURS /12 e 1.5 /12
PLANNED LENGTH TRAINING DATE TRAINING COMPLETED DOUCMENTATION

PLANNED TRAINING TITLE TRAINING DATE (HOURS) CODE WAS COMPLETED HOURS ATTACHED

ADE DesignEmployeePlan 9/1/16 1.50 3430 9/1/16 1.50




Practlce

" The slides at the end of this presentation provide instruction on
how to obtain a Certificate of Completion for this training from
ADE.

" |t is recommend to request a certificate from ADE. Once received
from ADE, attach to the tracking form and check off the box
Documentation Attached.

EMPLOYEE TRAINING PLAN .

COMPLETED TRAINING
: 1.5 y
PLANNED TRAINING HOURS /12 HOURS TO DATE: Z

PLANNED LENGTH TRAINING DATE TRAINING COMPLETED DOUCMENTATION
PLANNED TRAINING TITLE TRAINING DATE (HOURS) CODE WAS COMPLETED HOURS ATTACHED
ADE DesignEmployeePlan 9/1/16 1.50 3430 9/1/16 1.50 v |




Activity Take Away

= ADE Training Tracker forms document employee training
planned as well as completed trainings.

= ADE Training Tracker forms document the employee has
planned/completed job specific training.

* Note-If an employee has completed a training and the training code
does not align with the employees job duties that are marked on the
tracker form, this training would not fulfill the Professional Standards

training requirements. The only exception is the 1 hour Civil Rights
training that each employee is required to take annually.



USDA Training Tracker Tool

=" The USDA Training Tracker tool can be used to document, record
and manage the annual training hours for all School Nutrition
Program personnel.

" The Training Tracker Tool does not require internet access for use
and downloading.

= |t is user friendly and has the capability to run reports, simplifying
the annual tracking requirements.

= Additionally, USDA plans to add enhancements to the tool based
on user feedback.



Downloading the Tool

" |n order to use the Training Tracker Tool, user’s computers will
need to have the Microsoft Access 2010 software installed. If your
computer does not have Microsoft Access, USDA has provided
Microsoft Access 2010 Installer on the web page:
http://www.fns.usda.gov/school-meals/professional-standards.

= Once Microsoft Access has been installed, users can download the

Training Tracker Tool from the webpage:
http://www.fns.usda.gov/school-meals/professional-standards.

= A pop-up window will appear from your Web Browser asking you
to confirm that you wish to “Open” the file. Click the “Save”
button, and click “OK”. The Training Tracker Tool will be now be
saved to the file location and can be opened without the Internet.


http://www.fns.usda.gov/school-meals/professional-standards
http://www.fns.usda.gov/school-meals/professional-standards

Tracking

Training

CHAPTER 3: TRACKING TRAINING
|

[Il. REGULATION: QUESTIONS AND ANSWERS

| P I e a S e reVi e W t h e fre q u e nt I y The following are frequently asked questions and answers specific to the hiring standards found

within the USDA guidance 5P 38-2016: Questions and Answers on the Final Rule Professional
Standards for State and Local School Nutrition Programs Personnel as Required by the Healthy,

as ke d q ue St i ons an d answers Hunger-Free Kids Act of 2010.

(56) What professional standards records must be kept for the Administrative Review?
The Professional 5tandards regulations do not require specific records or a specific

1 f. t t k 1 f d H t h 1 recordkeeping system. According to the Administrative Review Manual, supporting
S p e C I I C O ra C I n g O u n W I I n documentation for all completed trainings, such as agendas, sign-in sheets, certificates of
completion, etc., must be maintained on file and may be used to demonstrate compliance
° with the annual training standards. Reports from the USDA downloadable training tracking
t h e U S DA g u I d a n C e SP 38—2 01 6 ° tool (or similar alternative training tracking tool) also are acceptable documentation to
° demaonstrate compliance. Altemnative training tracking tools may be developed by the State
agencies and/or 5FAs but must include at a minimum the required fields listed in the USDA

Q ues tio nS an d A nS We rS On th e Professional Standards Training Tracker Tool These fields would include Key Areas, Key
Topics and Training.

To demonstrate compliance with the hiring standards, program directors hired on or after

5 5 July 1, 2015, must provide documentation showing completion of required education. The
In a u e, ro ess’ On a an ar S SFA must retain appropriate records for a 3-year period. If a State agency requires specific
records, the SFA should be made aware of this separate 5tate agency requirement. See the

professional standards review module in the Administrative Review Manual for more

for State and Local School
Nutrition Programs Personnel as

Required by the Healthy, Hunger-

Free Kids Act of 2010.

Cresigning Your Employes Trainkg Flan: A Course for School Mutrison Dinectors = Participant's Workiook 82




Chapter 4 Management
Compantes

Please refer to page 54 in the Designing Your Employee Training
Plan Workbook.



Introduction

" Food Service Management Company (FSMC) is a commercial
enterprise or a non-profit organization that acts on behalf of a
School Food Authority (SFA) by managing or directing any aspect
of the school meal program(s) and must meet applicable program
requirements.

" The LEA must request documentation from the FSMC to show
compliance with the Professional Standards.



Contracts

" |n the state of Arizona, when contracting with a FSMC, LEAs must
be aware of the rules written into the FSMC contract:

"= “The Food Service Director assigned to the SFA if awarded the contract,
must meet the minimum education and training standards for School
Nutrition Program Directors set forth in Public Law 111-296, Section
306, paragraph (g) (2015). The SFA reserves the right to approve the

selection of the FSMC’s personnel and to refuse any applicants
recommended by the FSMC to which the SFA objects.”

= Beginning SY 15-16 contracts that do not include additional
language to reflect compliance with Professional Standards
requirements, will need to be amended.



Management Hiring Standards

" There are varying structures within each SFA; therefore, the
definitions for directors, managers, and staff are intended to be
general and describe the function/role in broad terms to be
applicable to most LEAs.

" These definitions apply whether or not an LEA is operated by a
FSMC. Therefore, Director hiring standards apply to FSMC
employees performing School Nutrition Director type duties.



Management Training Standards

= All Professional Standards training requirements apply to all FSMC
employees providing services for the school meals program. The LEA
must ensure that the FSMC employees have met the required annual
training requirements. Therefore, the LEA must require the FSMC to
provide documentation showing the training hours and topics
completed by the employees. The LEA must ensure that the FSMC staff
has the knowledge and skills to supply safe and nutritious meals that
meet the meal requirements.

= When a FSMC staff person performs School Nutrition Director type
duties, but reports, for example, to a district Business Manager who is
responsible for the school district’s school food service activities, both
individuals would be responsible for meeting the training standards for
program Directors.
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|
IV. REGULATION: QUESTIONS AND ANSWERS

. The following are frequently asked questions and answers specific to the hiring standards found
[ | P I e a S e reVI e W t h e fre q u e n t I y within the USDA guidance 5P 38-2016° Questions and Answers an the Final Rule, Professional
Standards for State and Local 5chool Nutrition Programs Personnel as Required by the Healthy,
Hunger-Free Kids Act of 2010,

a S ke d q u e St i O n S a n d a n Swe rS ;iiif;?l:;etl:;atl:'lai.il:‘ginsgt.?mdards apply to employees of a FSMC and who is responsible for

fes. The 5FA director must ensure that FSMC employees providing services for the school
'f. t IVI t meal programs have the required annual training. The 5FA director may work with the FSMC
S p e C I I C O a n a ge m e n to identify appropriate training resources and opportunities, such as those listed at the
professional standards website at htip//professionalstandards.nalusda.gov/. The SFA must
require the FSMC to provide documentation showing the annual training hours and topics

CO m p a n i e S fo u n d Wit h i n t h e completed by the employees. FSMC contracts that do not include language that enables the

SFA to comply with the professional standards requirements must be amended to ensure the
. SFA complies with these requirements. While FNS does not anticipate a material change for
U S DA g u I d a n Ce SP 38_2 01 6 C most FSMC contracts, if the SFA or FSMC considers this amendment a material change, the
° contract must be re-solicited with new language to ensure the S5FA complies with the
professional standards requirements by the next school year.

Q ues tio nS an d A ns Wers On th e {59) Who is responsible for tracking FSMC staff training hours?

The FSMC staff must track their annual training hours to be able to demonstrate they have
. . the knowledge and skills to supply safe and nutritious meals. For purpases of the
Fln al Rule PrOfeSSIon a/ Stan dards administrative review, the SFA must request documentation from the FSMC to show
/ compliance with the training standards. Contracts that do not include this language may
need to be amended to include additional language to reflect compliance with the
d l h / professional standards requirements. While FN5 does not anticipate a material change for
Or Sta te an L O Ca SC OO most F5MC contracts, if the 5FA or FSMC considers this amendment a material change, the
contract must be re-solicited with the new language to ensure the SFA complies with the
professional standards requirements by the next school year.

Nutrition Programs PersonnEI as (60) If a FSMC staff person performs food service director type duties, but reports to a district

business manager who is responsible for the school district’s school food service activities,
who is required to comply with the professional standards requirements?

Required by the Healthy, Hunger- o S e ot o secpoin o iy, e, mplemEnting

monitoring, and evaluating the school meal programs; therefore, the role of program director

. must remain with the SFA. The SFA-State agency permanent agreement names the individual
Free Klds A Ct Of 201 0 considered the SFA director or contact. This is the person, or any other designated staff who
° fulfills those duties, that must meet the hiring standards for new directors. Thus, in some
cases, both the 5FA contact and FSMC staff person must meet the hiring standards,
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End of Training

Please refer to the following slides on completing the post
assessment and requesting a certificate.



Course Post Assessment

= Please complete all fields of the Post Assessment which can be found
here: Post Assessment.

= Note, you do not need to submit the post assessment to ADE in order to
request a Training Certificate.


http://www.azed.gov/health-nutrition/files/2016/08/designing-your-employee-workbook-template-post-assessment.pdf

Congratulations

You have completed the Online Training: Designing Your Employee Training Plan: A Course
for School Nutrition Directors.

In order to count this training towards your Professional Standards training hours, the
training content must align with your job duties.
" |Information to include when documenting this training for Professional Standards:

= Training Title: Online Training: Designing Your Employee Training Plan: A Course for School
Nutrition Directors.

= Learning Code: 3430
= Key Area: 3000- Administration
= Length: 90 minutes

= Please note, attendees must document the amount of training hours indicated on the training despite
the amount of time it takes to complete it.




Requesting a Tratning Certificate

Please click on the link below to complete a brief survey about this training. Once the
survey is complete, you will be able to print your certificate of completion from Survey

Mon key. *This will not appear in your Event Management System (EMS) Account.
https://www.surveymonkey.com/r/OnlineHowToGuides

The information below is for your reference when completing the survey.
= Training Title: Online Training: Designing Your Employee Training Plan: A Course for School
Nutrition Directors.
= Professional Standards Learning Code: 3430



https://www.surveymonkey.com/r/OnlineHowToGuides

